
Creating a Requisition for Wegmans Shoppers Club – Business (SCB) PO Card 8.2020

The District utilizes RCSD, state, county, and other contracts for office supplies, writing instruments, arts and craft supplies, custodial supplies, paper products, early childhood/pre-k items, books and other products. Items that may be purchased under a contract should not be purchased using a Wegmans card.
· Wegmans does NOT provide PO Extensions
· Adding money to a card takes 3 days, 72 hrs. to load $ onto card from the time the req. is received in Purchasing’s workflow. 
· *Please limit your expedited requests to real emergencies, not for poor planning.
· It can take up to 2 weeks for a NEW card to be processed and delivered to the school/dept.
· Wegmans does NOT do Pre-Pays for SCB Cards 
· (paying for food today, for an order picked up on a future date). 
What does Pre-Pay mean to Wegmans? A form of payment was provided to be CHARGED OUT/BILLED OUT on the DATE OF SERVICE.  If your Card expires on 5/31/2023, then you cannot Pre-Pay for an order with a pick up date AFTER 5/31/2023. (i.e. 6/1/23, 6/15/23, etc.) *Your order must be picked up by 5/31/23. 

Email Megan Cross, RCSD Purchasing, Megan.Coss@rcsdk12.org 
Initial Card set-up, Add funds to a current card, Entering in requisition

EMAIL ONLY Katie Binazeski, Wegmans, Katie.Binazeski@Wegmans.com
· To report lost/stolen card, forgot PIN, card balance (reference monthly report 1st)
Your email subject line should include Card Embossment & # (lower left corner, starts with 49xx) AND/OR PO#
**Emails and phone calls to Katie & Megan from the Clerical staff and not the card holder employee.

If a lost/stolen card is not reported, all charges will be posted against the purchase order associated with that account.  

Due to the closing of our Food Services Catering dept. and the high volume of requests to extend Wegmans Cards for year-end events, we have made some changes to the Wegmans Card requests to make card usage and processing payments more efficient. Grant funded Card expiry dates are extended for 2 extra weeks in June and August. This means that there will absolutely be NO additional extensions for the card. Planning accordingly for expenditures is essential!! TIME IS OF THE ESSENCE FOR RECEIVING RECEIPTS in the PS system.  We now have a 2 week window for payment vs. 4 weeks! If not receipted in PS and payment made prior to final reporting, the grant expense may be disallowed. 

Best Practice would be to establish a uniform location at your school/location to collect receipts.  Inform card holder staff of this place or how to submit receipts to you. We are requesting that staff provide you the receipt within 24 hrs. of the purchase. (see Wegmans Shoppers Club for Business 
Purchase Order (PO) Card Procedures sheet). On a WEEKLY BASIS you should receipt the transaction/s in PS.  If your account is delinquent in payment over 45 days, the account will go on credit hold, until it is paid in full.  

A FUNDS  
General (“A”) funded purchases must be limited to food and food-related items for culinary and family consumer science programs only, unless funds are donations, which a letter from the donor must specifically states food is an applicable expense under the donation.

GRANT FUNDS 
Grant-funded purchases must be limited to items specified in the approved grant application.  If utilizing grant funds for meal expenditures, you must adhere to the per person meal cost allowable in the grant.  If the cost is unknown, you must follow the district’s current per person meal cost (reference- RCSD Meal/Food Purchase Procedure (In-District Meals). Contact Accounts Payable (AP) to obtain document. 


1. DEFINING REQUISITION
REQUISITION NAME:   30 CHARACTERS IN LENGTH-
Name = “WEGMANS –XX (CARD EMBOSSMENT)
**CONSISTENT NAMING OF YOUR REQ. WILL ALLOW FOR EASE OF SEARCHING FOR THE PO # FOR INCREASES OR PRINTING OF PO.
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SAMPLE REQUISITION NAMES: 
YOUR CARD EMBOSSMENT  

	WEGMANS-261-AFUND-INST

	WEGMANS-280-AFUND-FCS

	WEGMANS-123-GRANT-GRHF

	WEGMANS-123-GRANT-UPK

	WEGMANS-108-GRANT-PNT

	WEGMANS-235-GRANT-MAC




SAMPLE NEW CARD REQ NAME: 
NEW CARD MEANS YOU DO NOT HAVE A CARD or LOST THE CARD FUNDED BY THAT BUDGET CODE
	WEGMANS-#8 SCHOOL-NEW CARD




SAMPLE INCREASE TO CURRENT PO REQ NAME:
	WEG-108-GRANT-PNT INCREASE

	WEG-235-GRANT-MAC-INCREASE

	WEG-280-AFUND-FCS-INCREASE






Breakdown:
VENDOR: #2950
CATEGORY: 427 (Meals) or 5500 (Culinary and Family Consumer/Life Skills classes)
UNIT OF MEASURE: EA (Each)
SHIP TO: Your Location
ACCOUNTING DEFAULTS: Your Information
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2. ADD ITEMS AND SERVICES TAB – 
Special Request / Special Item 
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[image: ]DO NOT CHECK BOXES

SAMPLE *ITEM DESCRIPTION: 
	SCB CARD #491234 RCSD-123-AFUND-FCS 

	SCB CARD #491234 RCSD-123-GRANT-PNT

	SCB CARD #491234 RCSD-123-GRANT-GRHF

	SCB CARD #491234 RCSD-133-GRANT-PREK



Breakdown:
SCB CARD # (Shoppers Club for Business (SCB) Card# 4950168-1, Bottom left corner)
RCSD-116-GRANT-3YR (Card embossment)

[image: ]EMBOSSMENT
SCB CARD #49XX




REVIEW AND SUBMIT TAB
JUSTIFICATION/COMMENTS BOX

[image: ]Check all # boxes



If you are loading a current card, state that you are loading, with the type of funding. 
OR
If you need a new card, please state so in this box. List what the program name is.
OR
If you misplaced/lost a card, please state so in this box and provide the embossment or what you think the embossment was.
OR
If this is an increase to a current PO, include the PO # 2024xxxxxx that you want to increase  


SAMPLE JUSTIFICATION/COMMENTS BOX
	LOAD WEGMANS CARD WITH TITLE I MONIES
REQUESTED BY: ROSE LOVEJOY

	THIS REQUIRES A NEW CARD FOR A SPECIAL UPK PROGRAM
REQUESTED BY: JUDY BROWNE 

	THIS REQUEST IS FOR A LOST/REPLACEMENT CARD. RCSD-150-GRANT-PREK
REQUESTED BY: JILL HAROLD 

	THIS IS AN INCREASE TO PO# 2024xxxxxx.
REQUESTED BY: LISA CUMMINGS 







SAVE & PREVIEW APPROVALS


CHECK BUDGET
Error messages and what they mean:

WARNING:

[image: ]

Can mean that the line is set up but not enough money and it will pull from another line. In this case it was 5427 for Meals. This is a Warning and will still allow you to submit. You may want to contact your budget tech to ensure you are set for next time.



FAIL BUDGET CHECK:[image: ]Click to see details
xes


CLICK: Error to see details

[image: ]
“No Budget Exists” 
You do not have the budget line open. Please contact your budget tech to open the line for you. Once the line is open, Re-check the budget again.


SAVE & SUBMIT




Manage Requisition 
-To confirm status of your req.


Option #1 SEARCH BY YOUR REQ. NAME (“154”)
CLICK ( >) UNDER THE REQ. ID # THIS WILL EXPAND THE DETAILS OF THE REQ.

   OR
[image: ]


Option #2 SEARCH BY REQ. NUMBER  
CLICK ( >) UNDER THE REQ. ID # THIS WILL EXPAND THE DETAILS OF THE REQ.

[image: ]



HIGHLIGHTED BLUE IS THE STATUS OF “APPROVALS”
CLICK “APPROVALS” TO HAVE THE APPROVALS SCREEN OPEN UP.
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THIS REQ. IS PENDING “PURCHASING” APPROVAL ON 10/7/2019 @ 5:25PM 

[image: ]





Once the PO is issued, you may want to print a few copies to keep on file. Maintain one with the monthly control log and provide one to the Teacher/Staff that utilizes the card or each time you hand out the card.

*See Printing a Copy of a PO


SAMPLE PO - LOAD CARD/1ST LOAD OF YEAR
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SAMPLE PO – CHANGE ORDER/INCREASE (SEE ADDED LINE #2)[image: ]
SAMPLE PO - NEW CARD
[image: ]
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2.Add ltems and Services B

3. Review and Submit
‘Specify requisition name, requester, and other information that applies to the entire requisition

Business Uni FCSD1 | Rochester Ciy School District
Requester: 2005467 Rosa Lovefoy “Currency:  [5D)
Requisition Name: [WEGMANS-154-GRANT-PNT Priorty:  [Medum v
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Edit Requisition

_ [Ey  2AdiemsandServices  E  3.Reviewand Submit

‘Specify requisition name, requester, and other information that applies to the entire requisition

Business Unit

RCSD1 | Rochester City School District

Requester: 005467 Rosa Loveloy “Curency:  [USD

Requisition Name:  [WEGMANS-154-GRANT-PNT

priority: Medum V|

Note: The defaults specified below wil be applied to requisiion ines when there are no predefined values for these fieds.
Vendor: 0000002850 | @ Vendor Location: (000001 o
Buyer:  [1042100 a “Categor 427 <Y Unit of Measure:  [EA ],
Shipping Defaults
smpTo:  [15a ]
Due Date: 5 ATTENTION (Use only for Direct Connect):

[Accounting Defaults
Chartields1 \ [-=)

Location ~GLUnit  Account Fund Org Program Subclass PC Bus Unit Project Activity Source  category  Subcategory Budget Date
154 ]Q [RCSD1 |Q 5427 E ] [15402]Q [2805]Q [0251]Q ResD1 0021201395 | [GRANT a a o [10072019]5 =]
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Edit Requisition

‘Add lines o the requisition, specifying the information necessary to procure each item or service.
search: |
Catalog | Favortes | Tempiates | Forms | Web | Special Request

Select a Request Type
‘Spedial llem Request an item that is notlsted in the Catalog
Ebed Cost Service Request a one-time service for a flat fee.

Variable Cost Service  Request a service for which the fee is based on the time worked.

Timeand Materials  Request a service for which the fee is based on the time worked and materials used.
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Edit Requisition

[Tk 1.Define Requi

‘Add lines o the requisition, specifying the information necessary to procure each item o service.

search: |

Catalog | Favorites | Templates | Fomms | Web | Special Request

Speci

Item

“item Description:
“Price:
“Quantity:
“Category:
Vendor ID:
Vendor item ID:
Mig ID:
Mg tem ID:

'SCB CARD #4918643. RCSD-154-GRANT-PNT

160600000 P o
o000 UntotMeasure: A

T a Due Dat: B

02950 Q. ECHANS Foop MARKETS INGSusaEsL N Vendor

(] send to Vendor

[ show at Receipt (] Show at Voucher
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Edit Requisition

Review the detais of your requisition, make any necessary changes, and submit it for approval.

Business Unit:  RCS01 | Rochester City School District

Requester: (2009457 Rosa Lovejoy “curency:  [USD
Requisition Name: [WEGMANS-154-GRANT-ANT Priority: Wedum v
[

©[] 1 SCBCARD#4918643 RCSD-154 WEGMANS FOOD 1.0000, Each

1000000 1,00000 B
MARKETS INC

[] Select All/ Deselect All Total Amount: 1,00000 USD

L Addtofavorites |

Modify Line / Shipping / Accounting | [ Delete |

LOAD WEGNIANS GARD WITH TITLE | MONIES]
REQUESTED BY: ROSA LOVEJOY.

Send to Vendor 7] Show at Receipt

<>
@

Show at Voucher
Budget Checking Status Vali

[ save as Template

more items
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Message from webpage

Thereis 1 distribution line whose budget status s either error or
warning. (10222,29)

oK
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Confirmation

Requested For:  Cammen Martinez Numberof Lines: 1

Requisition Name: WEGMANS RCSD-133- Total Amount: 1,000.00 USD
AFUND-ACE'NEW

Requisiton ID: 0000099163

Business Unit: ResD1

Priority: Medium

Budget Status:  Error

Supervisor & Chief Message from webpage

~ WEGMANS RCSD-133-AFUND-ACE“NEW:Initiated

Not Routed

[Management Approval

Wary Abiunoz
D @i anager |

Purchasing

. Current document has failed budget check. (10222.23)

oK

~ WEGMANS RCSD-133-AFUND-ACE“NEW:Initiated

[#lSiar New Pan

Buyer Three Approval
Not Routed

-

ot Requsiion_|

Check Budget

View printable version Manage Requisitions ~ Create New Requisition
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Requisition Exceptions.
Business Unit:  RCSD1  Requisition ID: 0000099163 5
“Exception Type: | EMOr Vi Override Transaction (] ] |
Maximum Rows: | __100] More Budgets Exist ‘Advanced Budge Criteria

[Budgets with Exceptions
Budget Override |

BusiessLetlier i

1 @ RCSD1  GENDETAILE No Budget Exists

Transfer

GoTo
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Manage Requisitions

~ Search Requisitions.

Tolocate requisitions, edit the criteria below and click the Search bution.

Business Unit: o Requisition Name: [154] x
Requisition ID: a Request Status: ~| Budget status: Vi
Date From: ] Date To: &

Requester: a Entered By: @ pom: o

To view the lifespan and line tems for a requisition, lick the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdovin list and click Go.

ReqlD Requisiion Name BU  Dale Sialus  Budgel Tota
D 0000088995 WEGMANS-154-GRANT-  RCSD1 100072019 Pendng  Valid 1,000.00UsD| <Setect Acton_V/|
PNT

P 0000098154  19-20 GIARRAPUTO RCSD1 0812212019 PO(s) Valid 308.00UsD| <Select Action. V|
Dispaiched

D 0000097154 AIMSWEB PLUSPD 201820 RCSD1 07/022019 PO(s)  Valid 7,000.00usD| <Select Acton_V/|
Dispaiched

D 0000006154  AFFICIAL MBK F~0036 RCSD1 0410822019 Received  Valid 5,000.00USD| <Select Action. \/
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Manage Requisitions

~ Search Requisitions.

Tolocate requisitions, edit the criteria below and click the Search bution.

Business Unit: o Requisition Name:
Requisition ID: (0000098995 a Request Status: ~| Budget status: Vi
Date From: ] Date To: 5]

Requester: a Entered By: @ pom: o

== ] e

To view the lifespan and line tems for a requisition, lick the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdovin list and click Go.

ReqlD  Reustion Name BU  Dse  Sus  Budel Total
D 0000098995 WEGMANSAS4GRANT-  RCSDI 10072019 Pendng  Vaid  1,000,00usp| <Select Ackon. V]

PNT
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Manage Requisitions
- Search Requiitions
o locate requistions, edit the criera below and click the Search button

Business Unit: o Requisition Name:

Requisition ID: (0000098995 a Request Status: ~| Budget status: Vi
Date From: ] Date To: &

Requester: a Entered By: @ pom:

_Search | _Clear |

Requisitions
To view the lifespan and line tems for a requisition, lick the Expand triangle icon: b

To edit or perform another action on a requisition, make a selection from the Action dropdovin list and click Go.

¥ 0000098995 WEGMANS-154-GRANT-  RCSD1 100772019 Pending  Valid 1,000.00UsD| <Select Action. v/
Requester: Rosa Lovejoy Entered By: Rosa Lovejoy Priority: Medium
e
= e
B R A y
= B L R Payment

ine Information
Description Status. Price  Cur  Qty UOM Vendor
1 SCBCARD#4918643 RCSD-154-.  Pending Approval  1000.000 USD 10000 EA  WEGMANS FOOD MARKETS INC

Create New Requisition  Inquire Change Request Inquire Receipls  Reduisition Report
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Approval Status

ReqName:  WEGMANS-154-GRANT-PNT
Total: 1,000.00 USD
Requester:  Rosa Loveioy.

Business Unit: RCSD1
Entered on:  10/072019 Requisition ID: 0000098995
Status: Pending priority: Medium

Requester's Justification:
No justiication entered by requester.

¥ Line Information

~ Roview/Edit Approvers

Supervisor & Chief

~ WEGMANS-164-GRANT-PNT:Completed

[Management Approval

Approved
o Loshara Evans

Purchasing

~ WEGMANS-154-GRANT-PNT:Pending

Buyer Three Approval

Pending
(© Muliple Aoprovers

Buyer Three Approver





image14.png
Rochester City School District
131 West Broad Streét
Rochester NY 14614-1187

Vendor: 0000002950

WEGMANS FOOD MARKETS INC
SHOPPERS CLUB FOR BUSINESS
ATTN: KATIE BINAZESKI

Purchase Order

Dispatch via E-Mail

Burchase Order Date Revision Page
2020001852 10/07/2015 i
Payment Terms _ Freight Terms. Ship Via
et 30 Not_applicable Best _uay
Buyer Phone Currency
michelle p. otor ses/262-8262 usp
Ship To: __ Office of Parent Engagement

Central Administrative Office
131 West Broad St
Rochester NY 14614
5851262-8318

PO BOX 92217 Bil T RCSD Accounts Payable Department
ROCHESTER NY 146920217 Accountspayable@rcsdk12.0rg
131W Broad St
Rochester NY 14614-1103
585262-8431
TaxExempt? Y Tax ExemptiD: EXEMPT
ine-Sch_Item/Description Mifg ID Quantity UOM PO Price Extended Amt_Due Date |
1- 1 SCB CARD #4230405 1.002a 3,000.00 3,000.00 08/14/2020
RCSD-555-GRANT-STPNT
Schedule Total 3.000.00
Item Total 3.000.00

‘THIS ORDER SHALL EXPIRE UPON USAGE OF PO TOTAL OR 8/14/2020, WHICHEVER OCCURS FIRST.

ALL INVOICES MUST BE SUBMITTED AND RECEIVED BY /17/2020 DUE TO GRANT FUNDING.

REQUESTED BY: MICHAELA WALL

TO PROVIDE LIGHT REFRESHMENTS AT PRIORITY AND FOCUS SCHOOLS PARENT ENGAGEMENT/EDUCATION ACTIVITIES
THROUGH TITLE | PARENT ENGAGEMENT/EDUCATION, AND DISTRICT-WIDE PARENT ENGAGEMENT/EDUCATION EVENTS.

Total PO Amount

PLEASE SUBMIT INVOICES WITH IDENTIFYING PURCHASE ORDER NUMBER ELECTRONICALLY TO
ACCOUNTSPAYABLE@RCSDK12.0RG. IF THIS OPTION IS NOT FEASIBLE, INVOICES MAY BE MAILED TO RCSD ACCOUNTS
PAYABLE DEPARTMENT, 131 W. BROAD ST., ROCHESTER, NY 14514-1103. INVOICES WITHOUT A VALID PURCHASE

ORDER NUMBER WILL DELAY PAYMENT.

5.600.09
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Purchase Order

Rochester City School District CHANGE ORDER i via E-Mail
131 Wes: Brosd Sredt Furchase Grder a——) Page
Rochesiar Y 140151167 SiEonices Soroasznte 1 Tojoaszoe oy
Payment Terms  Fraght Tems. Spva
net 20 ot honticanie Sest e
Buyer Fhone Camrency
ShpTor o33 Saest -
Erancs Paner S
Vendor: 0000002050 170 Bargion 5t
WEGMANS FOOD MARKETS INC Fosnager Y 14007
'SHOPPERS CLUB FOR BUSINESS Sesiira om0
ATTN: KATIE BINAZESKI
FOBOX 32217 BillTo:  RCSD Accounts Payable Department
ROCHESTER NY 14082.0217 Accountspayable@rosdk2 org
ST Warsd St
Rochester NY 146141103
ety
TaxErempt Y Ta exeuer
e-Son HerD I UOW PO e Eviended At D D
1 scacaR siszars Loom 13m0 1,350.00 08/14/2020
RCSD.173 GRANT PNT
Schadue Total L3000
Rem Total L3000
21 THS LINE ADDED FOR ADDITIONAL Loom 3000 30,00 0371472020
PURCHASES.
Schadue Total 000
Rem Total 000

THIS ORDER SHALL EXPIRE UPON USAGE OF PO TOTAL OF 8/142020, WHICHEVER, OCCURS FRST.
ALL INVOICES MUST B SUBMITTED AND RECEIVED BY /1712020 DUE TO GRANT FUNDING
"REQUESTED 8Y: NOELIA GARCIA

T PO NCRERSED SY SR TNE 2)

7O PROVIDE LIGHT REFRESHMENTS AT PRIORITY AND FOCUS SCHOOLS PARENT ENGAGEMENTIEDUCATION ACTIVITEES
THROUGH TITLE | PARENT ENGAGEMENTIEDUCATION, AND DISTRICT-WIDE PARENT ENGAGEMENTIEDUCATION EVENTS.

Tota PO Amaunt

PLEASE SUBMIT INVOICES WITH IDENTIEYING PURCHASE ORDER NUMBER ELECTRONICALLY TO
ACCOUNTSPAYABLEGRCSDKI2 OG. IF THS OPTION IS NOT FEASIBLE, INVOICES MAY 5E VALED TO RCSD ACCOUNTS
PAVABLE DEPARTMENT. 131 W SROAD'ST  ROCHESTER. NV 14614.1103. INVOICES WITHOUT A VALID PURCHASE.
‘ORDER NUMBER WILL DELAY PAYMENT.
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Purchase Order

Rochester City School District Dispatch via E-Mail
131 West Broad Streét Purchase Order’ Date Revision Page
Rochester NY 14614-1187 2020001893 10/07/2019 1
Payment Terms  Freighi Terms Ship Via
xet 30 Not_applicable Best way
Buyer Phone Currency
michelle p. rotors ses/262-8262 vsp
Ship To: _ East High Schoor
1801 € Main St
Vendor: 0000002950 Rochester NY 14609
WEGMANS FOOD MARKETS INC 585/288-3130

SHOPPERS CLUB FOR BUSINESS
ATTN: KATIE BINAZESKI

RCSD Accounts Payable Department

PO BOX 92217 Accountspayable@rcsdk12.0rg
ROCHESTER NY 146920217 131W Broad St
Rochester NY 146141103
585262-8431

Tax Exempt? Y

Sch_ltem Description Wil uaniiy UOM PG Price ___Exiended Ami_Due Daie
-1 SCBNEW CARD 10088 850.00 850.00 06/15/2020
RCSD-259-AFUND-SPEC
Schedule Total 850.00
tem Total 850,00

THIS ORDER SHALL EXPIRE UPON USAGE OF PO TOTAL OR 6/1612020, WHICHEVER OCCURS FIRST.
ALL INVOICES MUST BE SUBMITTED AND RECEIVED BY 62312020,

REQUESTED BY: TAMMY TUTTOBENE

FAMILY & COMMUNITY SUPPORT FUNDS

Total PO Amount

PLEASE SUBMIT INVOICES WITH IDENTIFYING PURCHASE ORDER NUMBER ELECTRONICALLY TO
ACCOUNTSPAYABLE@RCSDK12.0RG. IF THIS OPTION IS NOT FEASIBLE, INVOICES MAY BE MAILED TO RCSD ACCOUNTS
PAYABLE DEPARTMENT, 131 W. BROAD ST., ROCHESTER, NY 14514-1103. INVOICES WITHOUT A VALID PURCHASE
ORDER NUMBER WILL DELAY PAYMENT.




